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ABSTRACT 

The Library Labor Cost Accounting System will provide 
visibility on current costs of manually processing library materials, 
at each campus as well as system-^wide. The scope of the study 
includes the following: (1) 100 individual activities, grouped into 
14 functional areas, e.g.^ Ordering, Receiving; and into 3 major 
operations: Acquisitions^ Cataloging, Administration; (2) Hours spent 
and hourly rate, extended to dollar cost; (3) Level of skilly e.g., 
professional librarian, clerk, etc.; (U) !^edia, e.g., bcoks^ 
periodicals^ A/V; and (5) Average unit cost as well as total cost. 
Output from the study will consist of three summaries and a detail 
report. Each summary report consists of one page, and reflects all 
nineteen campuses. The detail report displays statistics on each 
activity, for each media, for each campus. In addix.j.OiJi to ' 
demonstrating current costs, the study should provide a basis for 
examining the cost-effectiveness of potential automation of various 
library activities. To accommodate this later application, the system 
makes extensive use of tables. Three programs are being prepared, to 
input the raw data and output the reports. It is envisioned that 
these programs may also be utilized for examining other library 
costs, such as circulation control, should that prove desirable. 
(Author/NH) 
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1.1 



T)ie California SLato University and Collegos 
Division of lr\ t o r v.\ a t i o n S y s t o n n 
Project Abstract 

Project Area : Library Systems 

P r o j e c t Title : Librarv Labor Cost Accounrinq Svston 

Project Code : D500 

Project Date : August 1, 19 72 

Pro j ect Description : The Librarv Labor Cost Accounting System will 
provide visibilitv on current costs of manuallv processinQ library 
materials, at each camou?; as well as svstem-v/ide , The scope of the 
study includes the follov/ing: 



100 individual activities, grouped into 14 functional areas, e.g.. 
Ordering, Receiving; and into 3 major operations: Acquisitions, 
Cataloging, Administration. 

Hours spent and hourly rate, extended to dollar cost. 
Level of skill, e.g., professional librarian, clerk, etc. 
Media, e.g., books, periodicals, A/V, 
Average unit cost as well as total cost. 

Output from t"..e study will consist of three summary and a detail 
report. Each summary report consists of one page, and reflects all 
nineteen campuses. The detail report displays statistics on each 
activity, for each media, for each campus. 

In addition to demonstrating current costs, the study should provide 
a basis for examining the cost-effectiveness of potential automation 
of various library activities. To accomodate this later application, 
the system makes extensive use of tables. 

Project Plan : Three programs are being prepared, to input the raw 
data and output the reports. Previously, source dc^cuments v/ere pre- 
pared by library personnel at each campus, covering a period of 
twelve continuous weeks. These source documents are now being 
keypunched. It is anticipated that the reports will be produced 
sometime in September, 1972* 

It is envisioned that these programs may also be utilized for 
examining other library costs , such as circulation control, should 
that prove desirable. 

Pr o j ect Res ources 

Project Leade r: Dan Du Bois 

Estimated Effort: 2R man days 
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3.2 



SYSrEH NARRATIVE 



Tne attached Project Abstract -provides a aeneral overview of what the 
system accomplishes. This narrative briefly describes the input 
source documents, the output reports, the intermediate work files, 
and the processing functions of each program. These components are 
as follows: 

SDURCE DOCUMFMTS 



1. 
2. 
3. 
4. 



Run Specification Sheet 
User Tables 

Production Units Summary Sheets 

Function Worksheets (for capturina Activity Detail) 



INPUT FILES 



1. Run Specification Card 

2. User Table Card File 

3. Production Unit Card File 

4. Activity Detail Tape 



OUTPUT REPORTS (All except ^5 are optional per Run Specs) 



1. Summary Report 

2. Unit Cost Summ.ary 

3. Bibliographic Search Summary 

4. Activity Detail Report 

5. Production Units Error List 

6. Activity Detail Error List 

7. Sorted Detail Error List 



WORK FILES 



1. 
2. 
3. 

PROGRAMS 



Valid Production Units File (unsorted and sorted) 
Valid Detail File (unsorted and sorted) 
Report Work File (unsorted and, sorted) 



lo Utility Card to Tape 

2. D500-004 Edit - 

3. D500-006 Merge 

4. D500-008 Format 

The remainder of the narrative consists of a brief discussion of each 
of the above components. 
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3.3.1 



SOUHCE DOCUMEMT? 



I. pun SPECIFICATION SHEET 



This document is prepared by the individual v"ho is responsible 
for liaison v;ith EDP operations. When Jreypunched, one Run 
Specification Card is input for each run of the syster. it 
controls all options that may be exercised by the user. 
These options are described completely elsev7here in the 
documentation. This document is a mandatory input. 

II, USER TABLES 



As the name innlies, user tables are forriulated entirely by the 
user to meet his ov7n uniaue reauirements . This includes the 
choice of codes/literals, and the number of entries in each 
table. !To special source document is required; any multi-purpose 
80-column keypunch sheet v^ill do. Formats are as shovm in the 
record layouts. Each table entry, v;hen keypunched, becom.es one 
80~column card. The User Tables are then input to the system 
and retained on a disk file. This disk file may bo saved, or 
may be re-written in a subsequent run by re-inputting the table 
cards. The purpose and function of each table is as follov/s: 

Table Tl - Library Table . 

There is an entry in this table for each library participating 
in the. Cost Study. Each participating library is represented 
by a tv70"-position code? this is the sam.e code used by each 
participant to identify itself on Production Unit Summary 
Sheets and Function Worksheets. In each table entry, this 
two-position Library Code is associated v^ith a one-character 
alpha literal, to be used for display in all reports. The 
function of the Library Table is two-fold : 

1) to validate input from Production Units, and Function 
Worksheets ; 

2) To disguise the identity of participatina librar ief:v; on the 
output reports. 

Table T2 - Media Table . 

There should be an entry in this table for each m.edium. represented 
in the Cost Study, e.g., books, phonodisks, periodicals. Each 
table entry contains a media code, and a display literal. The 
range of media to be included in the Cost Study must be determined 
by the user at the outset. The codes utilized are the same as 
those used by participants v;hen filling out vrorksheets. The 
display literals appear in the various report headinas. Note that 
discrete EDP runs may examine each medium selected, or include 
all media, per Run Specification option. This table is used 
internally for edit validation of input from participants, and 
for translation of. codes for display on reports. 
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SOURCE DOCUMENTS 

II, USER TABLES (cont'd) 

Table T3 - Class Code Table 

Worksheets from participants contain a four-digit Employee 
Classification Code, The number of allowable Class Codes is 
potentially open--ended; each must be represented by an entry in 
thijs table for edit validation • Each table entry also contains 
a "Class Type/* which identifies the entry as one of four 
. major categories, i.e.. Professional Librarian, Library Assistant^ 
Clerical, and Student Assistant • This Class Type is used in 
conjunction with Table T8 -for display on output reports. 

Tabl e T4 - Operation Table 

The function of this table is to equate a one-digit operation 
number (which is carried by internal work files) with an appropriate 
display literal to be used as a sub-heading on the Detail Report* 
Entries in this table must be placed in ascending sequence by the 
one-digit operation number. This table is also used internally, 
in conjunction with Tables T5 and T6 , to organize separate work 
activities into hierarchies, with "Operation" the higliest level. 
Each Operation can include several Functions, each of which can 
include several Activities. The Activity Detail Report produces 
subtotals on each Function, as well as subtotals on ^ each Operation. 
This table provides the user with an easy method of specifying the 
scope of each Operation. 

Table T5 - Function Table 

The function of this table is to equate a one-character alpha 
"Function Code" with an appropri.'i:ite display literal to be used 
as a sub-heading on the Detail Report. Entries in this table 
must be placed in ascending sequence by the one--.character 
Function Code. This table is also used internally, in 
conjunction with Tables T4 and T6 , to establish hierarchies 
among the various individual Activities; see the above 
discussion of Table T4 , and the following discussion of 
Table T6.. Table T5 provides the user with an easy method 
of specifying the scope of each Function. 

Table T^o - Activity Code Table 

The Function Worksheets which are filled out by the participants 
contain a separate line for each activity to be included in 
the Cost Study. Each line on the Worksheet is identified by 
a unique number at the left margin (see the Worksheet samples). 
When transcribed by data conversion, each line on the worksheet 
becomes a separate SO^column card^ and the activity number on 
the source document is keypunched as ''Activity Code." Note that 
on the Function Worksheets, the terra "Other (specify)" frequently 
appears — see #6, #15, #29, etc. Our own participants elected 
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II- USER ThllLEr. (cont'd) 

to further break these clown into (for example) #6A, ^f6R, etc. 
Therefore, '"Activity Code" is defined as a three-character 
alphanumeric ■ field , and therefore cannot be used for sequence 
manipulation. Table T6 provides thr. user v/ith the neans of 
establishing the sequence in v/hich the various activities are 
to apnear on the Detail Report, as v/ell as the ability to 
rearrange that sequence merely by rearranaina the entries 
in Table T6 . Internally each table entry is assigned an 
ascending sequence number; the latter is then utilized for 
internal processing. 

The system utilizes Table 1J for the following functions: 

1. Each activity number on the Eunction Worksheets to v/hich 
time is charged, must be supported by a table entry for 
edit validation. 

2, The display literal in each table entry v;ill appear on the 
Detail Report as the identification of that line item, 

3* Each activity appears on the Detail Report in the ^ame order 
as its place in Table T6. Moreover, each activity in the 
table will always appear in the report even when there are no 
time/m.oney accums for that activity. 

4, Each entry in . the table contains an Operation Code and a 

Function Code, reflecting the placement of that activity in 
the hierarchy . On the Detai 1 Report , a subtotal is printed 
at the end of each function, summing all activities for that ■ 
function. Another subtotal is printed at the end of each 
operation, summing all functions v;ithin that operation. 
Therefore, table entries must be grouped in ascending secuence 
by Operation Code and Function Code; this is the only restriction 
on the structure of the table. Entries within a function may 
be in any sequence desired by the user . See the above 
discussions of Table T4 and T5. 

Table T8 - Class Type Table 

There can be a maximum of four entries in this table as the 
system, is currently programmed ; hov/ever , there can be less than 
four. The display literals from each table entry appear as column 
headings on the Detail Report. The Class Type Code in eac?i TB 
table entry supports the correspondina code in each Table ':^3 
Class Code Table entry. The idea is to separate a potentially 
large num.be r of Employee Classifications into a maximum, of four 
major types, e.g.. Professional, Clerical, etc. 
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SOURCE DOCUMENTS 



III. rPonrjCTTON UNITS SUMMARY SHEETS 



)se of this input is to gather statistics which will be 
aci ly in computing unit costs for the Summary Reports, 

procedure followed by the ^ginal users was to fill out 
one sheet per library at the end of each weak. This procedure 
permitted the selection of an individual weejc for scrutiny; 
however, the time span could be larger or smaller at user 
discretion. 

The sheet contains fields for entering the number of units 
processed, for each of a variety of functional areas, and for a 
variety of selected media. The system then uses these unit 
volumes in conjunction with the time/rate/dollar costs accumed 
for activity detail, to compute unit costs. The formulae used 
are shown in the documentation on Factorials (which see) . 

The data from these sheets are keypunched in the record format 
shown for Production Unit Cards. The format of the sheets could 
be improved, since the keypunch procedure is somewhat clumsy. For 
the existing form the following keypunch procedures are necessary: 

1. Translate "College" to a two-digit library code (supported by 
an entry in Table Tl) . 

2. Translate "Date" to a two digit week cod^, 

3. Translate the various media headings (Books, Periodicals) to 

a one-position Media Code (supported by an entry in Table T2) , 
punch one cardset per media column, and ignore "Total" column; 
or ; punch one cardset per sheet using the "Total" colximn only, 
and ignore the separate media columns. 

4. Label the boxes in each column with alpha field code "A" thru 
'K', and prefix the amount in each box with its corresponding 
field-code. Punch fields 'A' thru 'G' into the first card 
(cardtype 'A') and fields 'H' thru 'K' into the second card 
(card type 'B " ) . 
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SOURCE ^OCUfT^TT5^ 



IV. FUNCTION WORKriTEFTS 

The purpose of this input is to capture the tire spent by each 
enplo^'oe for each task to be included in the cost study, and thc» 
resulting dollar cost. Tine is rounded to the nearest quarter- 
hour; example: two hours and forty minutes is entered as ''2.3'\ 
and keypunched as "0230". It is expected that each employee 
will fill out a sheet for each task, and therefore may enter 
information into several sheets during the day. Since the 
accuracy of the reports depend on completeness, all members of 
the staff must be involved in com.pleting those forms. 

Approximately 100 different tasks (activities) were included in 
the original study, resulting in 18 separate forms which differ 
in content, but not in format. 



Activity Detail Cards are keypunched from these sheets, using 
the f ollov;ing procedures : 

1. One card per activity is punched. The Activity Number is 
punched into the Activity Code field, right justified, zero 
fill. Each Activity Code utilized must be supported by an 
entry in Table T6 . 

2. "College" is translated into a two-digit Library Code 
(supported by ^n entry in Table Tl) . 

3. "Week Dates" is translated into a single tv/o-digit week cod«. 

4. "Employee Identifier" is translated into St one-'position codo : 
"P" for Public Services; "T" for Technical Services. 

5. ' "Classification" is entered ^s a f our^-position Fmployee 

Class Code (supported by an entry in Table T3) ^ 

6. "T'^onthly Salary^'' is translated to "Hourly P^ate . " (This is a 
deficiency of the form ; the system expects "Ilourly Rate, " ) 

?• "Media" is absent from the form; if used, in^st be entered 
on each form. 
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UTILITY CARD-TO-TAPE 



Input : Activity Detail Cards 
Output ; Activity Detail Tape 

When all Function Worksheets have been keypunche<3, the cards 
tranferred to tape via a utility progr^iti for input to program 
D500-004 Edit. 
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PROGRAM D500~0Q4 KHIT 

Input Piles 

1. Run Specification Card 

2. User Table Cards 

3. Production Units Cards 
A. Activity Detail Tape 

O utput Files 

1. Run Specification Record 

2. User Tables 

3. Sorted Production Units File 

4. Sorted Detail File 

5. Production Units Error List 

6. Detail Error liist 

l^ork Files 

1. Valid Production Units Pile 

2. Valid Frror File 

I. Card File Processing 

The three card files are handled as one file with three types of 
input. When all three types are present, they must be received 
by the program in the order shown above. The"* last cajrd must 
contain V*" in Col. 1-2 to signal end of file. 

II. R un Spec Card 

This is a mandatory input. It is re-written upon disk for uae 

by subsequent programs. No editing is performed on it; therefore, 

the user must exercise care in its preparation. 

in. User Table Cards 

This is an optional file. When present, it is re-written upon disk 
for use by subsequent programs . Vlhen absent, the program ajpsumets 
the disk file created by a previous run v/ill still** he^ 
available, and reads the file into memory for use during eclit 
processing. No editing or sorting is perfomed; therefore, the 
user must use care in preparation of the User Tables card file* " 

IV. Production Unit Cards 

This is also an optional input. When absent, the system 
assumes that a previous run has validated all P.U. records, 
that the disk file ^'Sorted P.U. File" exists for use by 
subsequent programs, and that this dissk file is complete, i.e. 
contains all P.U. records with no Run Spec selection having 
been performed on it. 



EKLC 



-19- 



3.S.2 



PROGRAM D500-004 EDIT 

IV. Production Unit Cards (cont'd) 

The program edits each P.U. card according to criteria 
described in "Edit Instructions, Production Unit Input'' (which 
see) . Cards which are free of errors are re--written onto a 
temporary disk work file "Valid P.U. File." Cards containing 
errors are dropped, but displayed on the Production Unit Error 
List together with an error code number and a brief diagnostic 
for each error located. In addition, the presence of any 
Production Unit Error will cause the program to abort at end of 
input, and prevent fxirther processing by the rest of the system. 
There is a Run Spec option to override this abort condition, but 
it is advised that this option not .be used, and that any P.U. 
errors be corrected and re-input; unit yolumnes impact so heavily 
upon computations that realistic results are contingent upon 
clean and complete Production Unit input. 

V. Activity Detail Tape 

This is als5o an optional input. When absent (signalled via Run 
Spec option) , the program assumes that a previous run has 
processed the file, and that a disk file "Sorted Detail File" 
exists for use by subsequent programs . 

The program edits each record according to criteria described in 
"Edit Instructions, Detail Records" (which see). Records which 
contain' errors are dropped from further processing, but are 
displayed, on the Detail Error List, together v/ith an error code 
and brief diagnostic for each error located • Certain types of 
errors do not cause rejection; the invalid field is replaced with 
default values ,. and an appropriate diagnostic is printed on the 
Detail Error L'ist. 

Each input record is scanned for selection according to criteria 
specified by the Run Spec Sheet. Records which do not qualify 
are dropped from further processing* Note that this file must 
be re-input whenever it is desired to exercise different selection 
criteria on the Run Specs Sheet. This is because several of the 
fields which are subject; to selection criteria are not included 
in the output record format* . 

Records selected for output processing are reformatted to the 
Valid Detail File on temporary disk. Output processing replaces 
input fields with the corresponding codes from the User Tables, 
and collapses hours and dollar cost. 

At end of input, the Valid Detail File is sorted, and the Sort 
Output Procedure further collapses the file to one record per 
key (Library/Media/Activity Sequence Number/Qlass Type) , with 
a summation of hours, and dollar cost. 
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Input Files 

1. Pun Specification Record 

2. Ported Prodxiction Unit Pile 

3. Sorted Detail File 

Output File 



1. Report Work File 

I . Fun Specification Record 

The program uses run specification options to select a subset 
of the Production Units File for processing; or to accept the 
entire file v/hen no selection options have been reauested. This 
eliminates the necessity of re-inputting the P.F. card file each 
time a different set of selection options are desired. The 
constraint is that in order to produce neaninaful results, the 
existing P.U. file must be complete; i.e., the run which created 
it must have excluded any selection processing. >lote that this 
treatment of the P.U. file differs from file LSTl Activity Detail 
Tape; LSTi must be input each and every time the system is run. 

II . r^^erge Processing 

The two input files are merged on Library Literal only. Fach 
file is read, and amounts accumulated, until a control V^reak on 
Library occurs. If a library is missing from one of the files, 
a warning diagnostic i^ printed, but report processing continues. 
At the end of input for each library (both fj les) , the resulting 
accumulations are processed, to produce Summary Report records on 
the Report Work File. 

III. Sum mr aary Reports Processin g 

Each of the three Sum.m.ary Reports are one-page docum.enti5, and 
each report contains a single line per library. In order to 
highlight comparisons between' the various libraries, selected 
columns on the reports forniats will indicate the .library vn.th 
the lov;est cost (or unit co.st) , the library v/ith the highest 
cost, and the. median, for that particular column item. See the 
Summary Reports layouts. 

This Hi~Lo-Median feature dictated the follov^ing approach in the 
Merge Program.: 

A. Each report is a matrix, libraries arrayed on the vertical 
axis, and factorial items on the horizontal. 

B. Each mem.ber of the arrav is computed and v.^ritten as a 
separate record on the Report Hork File. The program holds 
the accumulations for one library at a time, and manufactures 



EKLC 



-21- 



3.6.2 



PROGIWl D500-006 MERGE 

III. Suimmnary Reports Processing (cont'd) 

for each report as many report records for the library as 

there are columns in that report. Each output record, 

therefore, identifies its coliomn, its library, and the report 
to which it belongs. 

The following program (I"' : ^■:nmA!T) will soic uiie I^veport 

Work Pile to the sequence uuch that, for each column, the first 
library record .received for the column contains the lowest amoaint 
in the factorial field, the last record for the column contains 
the highest, and the middle record the median. In order to figure 
which record is the median, the next program must be informed of 
the number of items that will appear in ee^ch column. Therefore, 
the Merge Program, at the conclusion of the run, produces a 
specicil . record which indicates the number of libraries processed 
in the run. When sorted, this sp-acial record (Header Record) 
will be the first record on the Sorted Report Work File, This 
enables the next program to append the Hd.-Lo-Median indication at 
the time when each member of the .array is formatted to its report. 

The method of computation used to produce each Summary Report 
Work Record is shown in ^:he "Factorials" section (which see) ; 
the numerator of each factorial indicates the Activity Codes to 
be included in the summation of dollar cost. The Merge Program 
is not driven by the User Tables, Thereforsa, the logic of 
accumulating the amount for each factorial type is hard-coded: 
the Activity Code of each Detail File record is repetitively 
, inspected to determine whether It "qualifies ^f or each factorial. 
In other worda^ detail amounts are accumulated by factorial 
type, rather than by Activity Code, This means that, should 
another user wish to modify the factorials utilized, then the 
Merge Progreun will also have to be correspondingly modified. 
This should be relatively simple to do. The section on Factorials 
contains an example of a possible alternative method. The method 
chosen should reflect the unique characteristics of the library 
system. For example, a library in which one out of five orders 
is for an added copy, should have different formulae from a library 
in which most of the orders are for new titles, 

IV, Detail Report Processing 

Each record from the Detail File is re-written onto the Report 
Work File with no change. 



EKLC 



-22- 



3.7,1 



D 5 0 0 - 0 0 R FO T^VA'T 



Input Files 

!• Run Specification Pccord 
2. User Tables 

Output Reports 

1. Fummary 

2. Unit Cost Summary 

3. Bibliographic Search Summary 

4. Detail Report 

I . Run Speci f ications 

Applicable options are: 

1, Time only, dollars only, or both, to display on net:ail 
Report 

2. Subset of library respondents, up to five, to be fjncluded 
on all reports. 

II • User TaJples 

Used for translation of codes to literals displayed or: the 
xeports., 

Ill • Report Work File 

The inpat file is sorted to report sequence. The header record, 
containing the number of libraries represented, is im-oected 
to determine the median point in each column of the 55;uinmary 
Reports. For the latter, the sorted records for a coT^umn will 
appear in sequence by the ascending values of the facv^orials. 

IV. Summary Reports 

Work records are formatted in memory, and the entire page written 
^t the end of input for each report, 

V. De tail Report 

A line will be printed for each activity in the Activity Table, 
regardless of the presence or absence of detail accum^"' ations , 

Each library, and each media in that library, constitutes a 
separate Detail Report; headings are modif ied , * and page nxim^ber 
-rs^et i:o 1. 

A -sub-total is printed at the end of each function/ consisting of 
a ;ijummation of activities contained in that function. A st::b~total 
is printed z^t the end of each operation, consisting of a 
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PPOCRA!^ D500-0nR FOTtMAT 
V. Detail Report (cont'd) 

suiranation of functions contained in that operation. A total in 

printed at the end of all activities in the Activity Table. In ' 

addition, a total is printed at the end of activities in the first 

tv7o operations, consisting of the summation of activities to that 

point; this is because the original user desired a summation of 
Acquisitions and " Cataloaing (the first tv70 operations for this 
user). Other users may wish to eliminate the latter. 

A primary purpose of this report is to provide visibility into 
hov; the library deploys its personnel: is the activity performed 
by an adequate skill level? Are professionals devoting to much 
time to clerical tasks? etc. etc.. 
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MEDIA CODES 



SOURCE OBJECT 
CODE MEDIA LITERAL 

}6 All media 

0 Books and Serials 

1 Periodicals 

2 A-V 

3 Microform 

4 Curriculum 
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CLASS CODES 



SOURCE CLASS OBJECT 
CODE TYPE STAFF LEVEL 
(CLASS-IFICATION) (TABLE T3 ) (TABLE T3) 

1112 

1125 

1126 

1127 

1133 

1418 

15j3'6 



1509 " 

1870 4 Student Assistant 

1907 1 Professional 

1908 " " 
19 85 3 Clerk 

2900 1 Professional 

2901 " 

2902 " " 

2903 " " 

2904 " 

2905 2 Library Assistant 

2906 ■ " " 

2911 1 Professional 

2572 3 Clerk 
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T: E CALIFORNIA STATE UNIVERSITY AND COLLEGES - 
LIBRARY LABOR COST ACCOUNTING SYSTEM 
ACTIVITY LITERALS 

17 MAY 1972 
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ACTIVITY LITERALS (Cont) 
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II 


0 / y 


T 7\ /^"W T7» m 

JACKET 




II 


fi 


r\ o n 
Oo 0 


BINDERY 




11 


II 


Ool 


MENDING 




II 


II 


A O O 

082 


REVISE 




II 


II 


083 


DISTRIB 




II 


II 


084 


WDRAWAL 




II 


11 


/-V n r- 

085 


OTHER 




II 


II 


/-V O 

086 


SORT S L 


M. 


Filing . 


II 


rv o T 

087 


FILE S L 




If 


II 


088 


REV S L 




II 


11 


089 


SORT CD 








09£ 


FILE CP 




II 


II 


091 


REV CD 




II 


II 


092^ 


MAINTNC 




II 


II 


093_ 


OTHER 




II 


II 


094 


SUPERVISE 




Admin 


III, Admin 


095 


TRAIN 




11 


II 


096 


ON CAMP 


> 


II 


II 


097 
098 


OFF CAMP 
PUB^SERV 




II 
II 


II 

m 


099 


OTHER 




M 


11 
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4.2.4 



CLASS CODE RATE TABLE 



CLERK 

STUDENT ASSISTANT 
LIBRARY ASSISTANT 
PROFESSIONAL 



HI LO 

$4.23 $2.36 

$3.00 $1.00 

$4.60 $3.11 

$11.71 $2.38 
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4.3.1 



13 October 72 



RUN SPECIFICATION CARD 



COLUMN (S) 
FROM T£ 

0 IQ 



FIELD NAME 



Unused 



11 



12 



11 



17 



Date 



CONTENTS 
SlanK 

Alpha 
^ume^ic 



18 



18 



Summary Reports 
Code 



^lanK or 
Numeric 



19 



19 



Detail Report 
Code 



^lanK or 
tumeric 



2^ 



20 



Detail Type 
Code 



Numeric 



EKLC 



COMMENTS 

For possible use in 
file and program 
identification. 

Record I.D. for run 
spec. 

Gregorian date in 
numeric form where: 

MM = 01 through 12 
DD = 01 through 31 
YY 72 

This date to be used 
for all reports 
created in the cycle 
specified by this 
card. 

Where blank, no 
summary reports are 
to be produced. Where 
non-b lank ( contains 
decimal integer 1) , 
summary reports are tc 
be produced. 

I^ere blank, no detail 
report is to be 
produced. Where non- 
blank (contains deci- 
mal integer 1) , a 
detail report is to 
be produced (see 
particular respondent 
Code, Col. 26). 

To designate the 
type detail report 
to be geEDerated, 

where : 

1 = both dollars 

and time 

2 ^ dollars only 

3 = time only 
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4.3.2 



RUN PPECTFICATION CARD 



COLUMN (S) 
PROM TO 



21 



21 



FIELD NATE 

Particular Time 
Code 



CONTENTS 



Blank or 
Numeric 



22 



23 



"Fron/Only" 
Week Code 



Blank or 
Numeric 



24 



25 



"TO" Week 
Code 



blank or 
Numeric 



^'There blank, requested 
reports (per cols. 18 
and/or 19) will 
contain only data for 
the week or weeks 
designated in cols. 
2 2 & 23 and/or 24 & 
25. ^'There non-blank 
(contains decimal 
integer 1) , all input 
will be processed to 
the requested reports . 

If col . 21 contains a 
1, this field will be 
blank; else, it will 
contain the numeric 
code for the first 
week to be included 
in the creation of 
reports which 
represents a subject 
of the data available 
to the program. 

If a single week is 
required, the code 
for week only is 
to be designated 
here. This field can 
contain decimal 
integers in the range 

01 through 12. 

If col. 21 contains 
a 1 and cols . 22 & 

2 3 are blank, this 
field will be blank; 
else, it will contain 
the numeric code for 
the last week in- 
cluded in the crea- 
tion of reports which 
represent a subset 

of the data available 
to the program. The 
value of this field 
must exceed the value 
of the "From/Only" 
field (cols. 22 and 
23) . 
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4.3.3 



RUN SPEC CARD 



COLUMN (S) 
FROM TO 



26 



26 



FIELD NAME 

Particular 
Respondent Code 



27 



28 First Library 
Code 



29 



3^ Second Library 
Code 



C ONTENTS COMMEN TS 

Blank or Where blank, requested 

Numeric reports (per cols. 18 and/ 

or 19) will contain only 
data for up to 5 responding 
libraries as designated in 
the "Library Code" fields 
(cols. 27 & 28 through 34 
& 35) below. Where 
non-blank (contains decimal 
integer 1) , all respondents 
v;ill be reported . 

Numeric If col. 26 is non^-blank 

(contains decimal integer 1 
this and all other library 
code fields will be blank) . 
If col. 19 is blank, the 
Numeric code for the first 
of up to 5 responding 
libraries is to be entered 
here. Same edit as on 
production unit input . 

Blank or Same as "First Library Code 

Numeric to be used only if "First 

Library Code" field is 

non-blank. 



31 



33 



35 



32 Third Library 
Code 



34 Fourth Library 
Code 



36 Fifth Library 
Code 



Blank or , Same as "Second Library 
Numeric Code." To be used only if 

"Second Library Code" is 

non-blank. 

Blank or Same as "Third Library Code 

Numeric To be used only if "Third 

Library Code" is non-blank. 

Blank or Same as "Fourth Library 

Numeric Code." To be used only if 

"Fourth Library Code" is 

non-?olank. 
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4.3.4 



PUN FPFC C7:rn 



coLurw (s) 

FROM rpQ 



37 



37 



FIELD TTA^T 

Specific Mcdin 
Code 



Tn Media To clor;ianate the type ^^edia 

Table to lio collated for dif^Plav 



38 



39 



40 



41 



38 Contributor Code Alnha 



39 Input Detail File A/M 
Option 



40 



41 



Detail Frror List A/M 
Option 



r .U . Frror Override 



0 = books F< serials 

1 = periodicals 

2 = A-V materials 

3 = nicrofom 

4 - curriculum 
^ = all 

X = erase media from i^pi^t 

To desianate particip^^i> t 
type for display wher^^ 

A = all 

= Technical Proces^^^^^. 
P = Public Services 

To snecify v/hether so:rrted 
detail input tape is input. 
If not input, it is a.^'^unod 
that the validated Dei^^il 
File still resides on ^Hb)c 
fron a previous job. 

'D' = file not input 
]6 = file is input 

To specify v;hether or ^ot 
the Detail Frror List if? to 
be produced . 

'L' = list not produc^^cl 

']^' = list will be p::(9^UCqc^ 

Provides option to cofJ'tinur; 
even v;hen errors locat^^cl in 
P .r . cards . 



'1' 



ianore P.U. Brxo'^^y* 
discontinue run 
upon conpletion ^f 
edit program \<f\\o^ 
P^U. errors c^ri^^t. 
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4.3.5 



RUN SPEC CARD 
PROCESSING' 



1. Suppress both summary reports when col. 18 == blank. 

2. Suppress detail reports when col. 19 = blank. 

3. Generate on each detail a total time field, a .d a total 
dollar field, when col. 20 = 1. 

Generate total dollar field only, and set total time to zero, 
. when col. 20 = 2. 

When col. 20 = 3: generate total time field only, set total 
dollar field to zero, and disregard Hourly Rate (col. 22-26) 
on detail cards (no edit, no process). 

4. When col. 21 = blank, process all weeks. 

When col. 20 = non-blank, drop all activity (P.U. & detail) 
whose week code does not fall in range specified in Run Spec 
Card (col. 22-25) , and accum separate counts of P.U. & detail 
so dropped. 

5. When col. 26 = blank, process all library codes. 

When col. 26 = non-blank, drop all activity (P.U. & detail) 

whose library code does not appear on Run Spec Card 

col. 27'-36, and accum separate counts of detail & P.U. so. 

dropped. 

6. When col. 37 = blank, process all media codes. 

When col. 37 = non-blank, drop all activity (P.U. 5c detail) 
whose media code (col. 27) is not equal to col. 37 on Run 
Spec Card, and accum separate counts for P.U. & detail so 
dropped. 

7. When col. 38 = blank, process all detail records. 

When col. 38 = non-blank, drop all detail records whose P/T 
code (col. 15) is not equal to col. 38 of Run Spec Card. 
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EDIT INvSTRUCTIONS 
PRODUCTION UNIT INPUT 
"A" RECORD 



4,4.10 



1 May 72 

Rev 2 3. May 72 

Rev 9 Aug 72 



COLUMN (S) 
FROM TO FIELD NAME 

1 10 Unused 



11 



13 



15 
16 
27 

28 
29 

30 

36 
37 



12 Library Code* 



14 Week Code* 



15 Card Code* 

26 Unused 

27 Media Code 

28 Unused 

29 Preliminary 
Activity Code* 

35 Preliminary 
Activity Units* 

36 Ordering Code* 
42 Ordering Units* 



CONTENTS COMMENTS 

Blank For possible use in file 

and program identification. 

Numeric Must be in Library Code 

Table. 

Numeric A two--decimal integer code 

assigned to each week of 
the survey in the range 
01 through 12, 

Alpha Apha character "A" only. 

Blank For future use if required, 

Alpha/ Must be in Media Code 

Numeric Table. , 

Blank For future use if required, 

Alpha Alpha character "A" 

only. 

Numeric ^ Must be numeric/ 
unsigned. 

Alpha Alpha character "B" only. 

Numeric Must be numeric, unsigned. 



*Fields must be completed. 
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COLUMN (S) 



FROM 
43 

44 

5^ 

51 

57 

58 

64 

65 

71 

72 

78 



EDIT INSTRUCTION^^ 

PRODUCTION UNIT INPUT 
"A" RECORD 



TO FIELD NAME 



CONTENTS 



Aloha 



43 Receiving/Title Code* 

49 Receiving/Title Units* Numeric 

5jy Receiving/Volume Code* Alpha 

56 Receiving/Volume Units* Numeric 

57 . Added Copy Code* Alpha 

63 Added Copy Units* Numeric 

64 L.C. Cataloging Code* Alpha 

70 L.C. Cataloging Units* Numeric 

71 Original Cataloging Code* Alpha 

Numeric 

B0 Unused Blank 



77 Original Cataloaing 
Units* 



COMMENTS 

Alpha character "C" 
only. 

Must be numeric, 
unsigned. 

Alpha character "D" 
only . 

Must be numeric, 
unsigned. 

Alpha character "E" 
only. . 

Must be numeric, 
unsigned. 

Alpha character "F" 
only. 

Must be numeric, 
unsigned. 

Alpha character "G" 
only. 

Must be numeric, 
unsigned. 

For future use if 
required. 



NOTE:. The Edit Program receives "A" records v;ith the "G" field 
right justified to col. 80; and shifts the content of 
this field left three columns, with blanks inserted in 
col. 78-80. 



^Fields must be completed. 
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4.4.20 



1 May 72 

Rev 2 3 May 72 

EDIT INSTRUCTIONS 

PRODUCTION UNIT INPUT 
"B" RECORD 

COLUMN (S) 



FROM 


TO 


FIELD NAME 


CONTENTS 


COMMENTS 


0 


10 


Unused 


Blank 


Same as "A" Record. 


11 


12 


Library Code* 


Numeric 


Same as "A" Record. 


13 


14 


Week Code* 


Numeric 


Same as "A" Record. 


15 


.15 


Card Code* 


Alpha 


Alpha character "B" only. 


16 


26 


Unused 


Blank 


For future use if required. 


27 


27 


Media Code* 


Numeric 


Same as "A" Record. 


28 


28 


Unused 


Blank 


For future use if required. 


29 


29 


Card Production 
Code* 


Alpha 


Alpha character "H'* 
only. 




35 


Card Production 
Units* 


Numeric 


Must be numeric, 
unsigned . 


36 


36 


End Processing 
Code* 


Alpha 


Alpha character "I** 
only . 


37 


42 


End Processing 
Units* 


Numeric 


Must be numeric, 
unsigned. 


43 


43 


Mending Code* 


Alpha 


Alpha character **J" only. 


44 


49 


Mending Units* 


Numeric 


Must be numeric, unsigned. 


50 


50 


Binding Code* 


Alpha 


Alpha character "K" only. 


51 


56 


Binding Units* 


Numeric 


Must be numeric, unsigned. 


57 


S0 


Unused 


Blank 


For future use if required. 


*Fields 


must be 


completed. 
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4.4.30 



EDIT INSTRUCTIONS 
DETAIL RECORDS 
7 August 72 



COLUMNS 
1-10 
11 - 12 
13 - 14 



FIELD NATIE 

Filler 
*Library Code 
*V7eek Code 



COMMENTS/RESTRICTIONS 
Must be blank. 

Must be in Library Code Table, 
SGe Note 1. 

No Edits. See Note 1. 



15 



*Contributor Code 



16 
20 
22 

27 

28 
31 
34 



38 
42 
46 
50 
54 



19 
21 
26 



30 
33 
37 



41 
45 
49 

53 
80 



Class Code 
Local Code 
Hourly Rate 

Media Code 
Activity Code 
Filler 
*'*Monday Time 

*^Tuesday Time 
^'^Wednesday Time 
**Thursday Time 
**Friday Time 
Filler 



Must be 'P', 'T', or blank. See Note 1, 
'P' = Public Services only. 
'T' = Technical Processing only, 
blank = both. 

Must be in Class Code Table. 
No edits. 

^lust be numeric and in range as 
specified in "CLASS CODE PATE TABLE". 

Must be in table. See Note 1, 

Must be in Activity Code Table • 

Must be blank. 

Must be all numeric or all blank. 
If non-blank, col. 37 must be zero, 
and col. 36 must be in range *C' 
thru • 3 ' . See Note 2 • 

Same as col. 34-37 "Monday Time". 

Same as col. 34-37 "Monday Time". 

Same as col. 34-37 "Monday Time^'o 

Same as col. 34-37 "Monday Time". 

Must be blank. 



ERIC 



Note 1: See "liun Spec Card Processing" for additional edit processing. 

**Note 2: Fractional hours are measured in quarter hours: 

'1' = 15 minutes 
'2' = 30 minutes 
' 3 ' = 45 minutes 
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4.5.1 



E^pop corps /CO^^^MP^TTF 



Input: 1) Produn-tion Unitf^ Cards 

2) Activitv Detail Tapo 

Output: 1) Production Unit Frror J.irst 

2) Detail Frror T.int 



Error 
Cod e 

001 



002 



003 



004 



Error 
Message 

UBPARY CODE MOT 
IM LIB PAR Y T7^BI,E 



iriVALID PPODUCTIOM 
UNITS CAPD CODE 



MEDij^, CODE r-'^OT IM 
?1EDIA TABLE 



PTVALID EIELD CODE 
IN PPOD UMITD PCD 



Comments 

J^ibrary Code in pos 11-12 of input 
is not one of the valid codes 
contained in "^able '^1 Library 
Table. Pocord was rejected. See 
MotG 1, 

Record ID in pos 15 of Production 
Units card is other than *A' or 'R'* 
Record v;as rejected, 

r^edia Code in pos 27 of input is 
not one of the valid codes contained 
in Table T2 "'edia Table. Record 
VMS rejected. See Mote 1. 

In this Production Units card, the 
Eield Code in pos 29, 3^, 43 / 50 , 
57, 64, or 71 is invalid for 
this particular Record ID. Record 
v/as rejected. Eollov/inn are the 
valid Eield Cedes for each Record 
ID: 



Record 'D ■ *A' 



Record ID 'B" 



pos 


code; 


DOS 


corie 


29 


A 


29 


V. 


36 


B 


36 


I 


43 


c 


43 


J 


50 


r; 


. 50 


K 


57 


r 


57 




64 


r 


64 




71 


n 


71 





005 



RRODUCTIOM UNI'T'n 
FIELD MOT ?nT?^ERIC 



A Units field is not numeric in 
pos 30-35, 37-42, 44-49, 51-56 of 
Record ID 'A' or *R'; or pos 5R-f^3, 
65-70, 72-77 of Record ID" 'A'. 
Record v;as rejected. 



MOTE : 



This error is cor^ron to both input files. 
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4.5.2 



(contVl) 



Error 
Code 

006 



Frror 

OARnAor IN rrnrnvrn 

COLUMNS 



007 



008 



CLASS conr not i^t 
CLASS conr table 



CLA.SS TYPE nOT I^T 
CLASS TYPr -^APLE 



Copponts 

Pror'luction Units input : pos 

of ^Gcorcl IP 'A\ or nos 57-r!0 of • 

Pccord ID 'R' waf^ not entirely 

blank. 

Activity Pet ail input : pos 54-80 

not ontirel y h ], an )•: . 
Taction : record v/as rejected • 

Clanr; Code in pos 16-19 of Detail 
Pecord is not one of the valid 
codes contained in Table T3 Class 
Code Table. Record v;as rejected. 

Claris Code in pos 16-19 of Detail 
Pccord is in Table T3 Class Code 
Table; but the Class Tyne contained 
in that "^3 Table entry'^ is not one 
of the -^^ralid Clasis Tynes contained : 
Table TP Class Tyne Table. Either 
the T3 table entry is in- error; or 
else Table TH shooild contain that 
Class Type. Although this is not 
a Detail Pecord error, the record 
v/as re jected . The system should 

re-run after correcting the 
Ur^er Tables. 



009 PIOURLY RATE NOT 
NUMERIC 

010 HOURLY RATE TOO 1,0^^ 
— ACC/SET TO LI^^ 



Oil HOURLY RATE TOO HICK 

— ACC/SER TO Llf^ 



Pos 22-2 6 of Detail Record was not 
numeric- Record v;as rejected. 

Eourly Rate; pos 22-26 of Detail 
RecTrrrd, is outsiae the range allov;er 
for the Class Tyne indicated by the 
Class Code in dos 16-19 of the Petal 
Record. The reqoird was accepted; 
but P'ourly Rate was modified — set 
to the lovr linit . 

:-:ame as Error 009 , except that 
Hourly Rate (pos 22-26) was set to 
the hiah lir.it for the Class Type • 
involved. 
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4.5.3 



Error 
Code 

012 



013 



014 



015 



(cont'd) 



Trror 

ACTIVITY COnr NOT 
lU ACTIVITY TARJ.F 



DAILY TI?^F NOT 
: TUMERIC 



DAILY TiriF NOT IN 
OUARTFR HOURS — 
7CC/^0UNn 



DAILY Tirrr fxcffdp 

TFN HOURS ~ ACC/r^OD 



Com on 1 53 

Activitv Codo in pos 28-30 of the 
nctail "^ocord in not one of tho 
valid CTTfrlcs contained in Table T6 
Activity' Table. Record v;as 
rejecter.. This error in probably 
duo to user reporting on an 
. activitx?^ outside the scope of the 
Cost Study. 

One of the five Daily Tire fields in 
pos 3 4 -a 3 of tho Detail Record ir? 
not nuincric. Record vras rejected. 

The fornat for each of the five 
Daily Tire fields in pos 34-53 of 
the Detail Record is ITIT.OO, v/herc 
TTR = inteaer hours 
O = Ouartor hours (0-3) 
0 = zero (low order position) . 
The tv.'o lov7-order positions of the 
field contained other than an 
inteaer number of quarter hours o 
The record vras acceptGd', :and the 
. auarter^hours rounded to 2 (one-hal£ 
hour) • 

See Frror Code 01^ above: "FIT" 
exceoHT 10. The record was accepted 
but thi^r entire four-position tine 
field v^s. divided by 10 , and all 
edits repeated- this error v/ill 
thorefoinre possibly be accompanied by 
Frror Code 014. The assumption in 
that ]:Gypunch misaligned the field. 
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Section 5 



FILE LAYOUTS 



ERIC 
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f, . 1 . 1 n 

1 of 3 



ERIC 



THE CALIFORNIi^ STATE UNIVERSITY AND COLLEGES 
LIBRARY LSBOIR COST ACCOUNTING SYSTEM 
RUr SPECIFICATION 

Col 11 [A] -^-^ MAY 1972 

DATE [j LJ [Zl L„! L_ ' L_J FORMAT IS MM DD YY . 

2dls 12 13 14 IB 1€ 17 



□ 



SUMMARY REPORTS CODE - If a summary report is req^uired 
Col 18 place a "1" here, else leave blank and no suiranaj:*y .,71^1^ 

provided . 



□ 



DETAIL BSgCi?S:tS CODE - If detail reports are reqiiixed 
Col 19 place a 'M"' :ji^-:ire, else leave blank and no detail 

reports vv'ia.l provided. 



□ 



DETAIL TYPE CODE - Indicate the content of che detail 



Col 20 report her§ where: 



□ 



A. l&Oth time and dollars are " o be displayed 

\^se "1" 

B. Dollars only are to be displayed use "2'' 

C. Time only is to be displayed use "3" 



PARTICULAR TIME CODE - If all weeks presented in the 
Col 21 input are to be processed and displayed pl^'^ce a "1" 

here, else leave blank and only the weeii or :^^^ee&s 
designated below will be processed. 

N01?E: If this box is blank, at a minimum 
the next box (5, below) must 
contain a valid week code. 

"FRGMvi^LY" WEEK CODE - If the above box (number 4) 
Col 22 23 is hl^inE', this box must contain the numeric code 
for tis specif ic week to be processed or the 
num grrt^ : code for the first of a group of weeks to 
be processed . 

6. i I lU "TO" lEEK CODE - If a group of weeks is to be processed 

Col 24 25 this tox must contain the numeric code for the last 

week in the group. If this box is left blank, only 
the week designated in box 5 (above) will be processed. 

7. D • PARTICDLAR RESPONDENT CODE - If all libraries 
Col 26 represented in the input are to be processed and 

displayed place a "1" here, el re leave blank. 

NOTE: A minimum of one library must be 
designated and up to five can be 
specified (below) if this box is blank. 



6.1.11 



2 of 3 



8. DD FIRST LIBRARY CODE - If above box (number 7) is blank. 

Col 27 28 this box must contain a valid library code. These 
codes are: 



Bakersf ield 


35 


Pomona 


10 


Chico 


20 


Sacramento 


60 


Dominguez Hills 


55 


San Bernardino 


63 


Fresno 


25 


San Diego 


65 


Fullerton 


50 


San Francisco 


75 


Hayward 


05 


San Jose 


80 


Humboldt 


. 30 


San Luis Obispo 


15 


Long Beach 


40 


Sonoma 


85 


Los Angeles 


45 


Stanislaus 


90 


Northridge 


70 







SECOND LIBRARY CODE - (Optional) Enter here the 

Col 29 30 code for the second library to be processed (table 
of valid codes above) . 

10. D LZ) third library code - (Optional) Enter here the 

Col 31 32 code for the third library to be processed (table 
of valid codes above) . 

11- DD FOURTH LIBRARY CODE - (Optional) Enter here the 

Col 33 34 code for the fourth library to be processed (table 
of valid codes above) . 

12. n IZJ fifth LIBRARY CODE - (Optional) Enter here the 
Col 35 36 code for the fifth library to be processed (table 

of valid codes above) . 

13. D SPECIFIC MEDIA CODE - To designate the type media 
Col 37 to be processed enter the appropriate media code 

from the table below: 

Code Media 




0 Books & Serials 

1 Periodicals 

2 A/V Materials 

3 Microform 

4 Curriculum 

b All (Detail Report Segregated 

By Media) 

X All (Detail Report Combines 

All Media) 

14. GH - CONTRIBUTOR CODE - To designate specific personnel 

Col 38 types to be processed . Enter the appropriate 

contributor code from the table below: 

Code Contributor 

T Technical Processing 

P Public Services 

^ . b All 

-72- 
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DETAIL FILE OPTION - Enter 'P' to prevent file 
Col 39 LSTl Detail File fron being input to this run- 

leave blank v;hen Detail File is to be processerl. 
T^Then 'D' i^s entered, the system assumes that 
the Detail File has already been processed in 
a previous run, and that file LSF4 Ported Detail 
File exists. This option may also bt^ used v^hen 
it is desired to only edit Production Unit Cards, 
and perform no other processina. TIHTF : The 
Detail File must be re-input v/henever chanae?; 
in selection criteria are desired, e.a., medin , 
library , week , etc . 

16. n DETAIL FHROR LIST OPTION - Enter ^L' to suppress 
Col 40 production of Detail Error List. 

17. D PPODUCTION UNITS FPROR OVERRIDE - Enter 'E* to 
Col 41 prevent errors m ^ Production Unit Cards from 

halting the system; invalid cards will be dropped, 
and processing continues. When this option is 
left blank , the presence of any errors in 
Production Unit Cards will cause the system to 
abnormally terminate upon completion of the Edit 
Program (D500-004) . 



NOTE: The user has the option of submitting, or 
of not submitting, User Table Cards and/or 
Production Unit Cards. The system, interprets the 
absence of these card files as follows: 

a) ^^men User Table Cards {'T' in col 11) are not 
•submitted, the system assumes that File LSV72 
User Tables has already been created by a 
previous run. 

b) T^Then Production Units Cards are not 
submitted, the system, assumes that Eile .LSW3* 
Sorted Production Units has already been created 
by a previous run. NOTE : Changes in selection 
criteria do not necessitate re-input of 
Production Unit Cards, so long as the existing 
file LSW3 contains full data. This is because 
selection of Production L'nits occurs in both 
D500-004 Edit and D500-006 ^^erge. Note that 
this procedure differs from selection of Detail 
File records, v;hich occurs only in program 
D500-004 Edit. 



EKLC 
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6.1-20 



PRODUCTION UNIT 
SUMMARY 



COLLEGE: 



DATE: 



AUTHOR: 



Books & 
Serials 



Periodicals 



A-V & other 
Graphic Mat. 



Microforms 



Total 



I. A. Preliminary 

Activities 

(No. Requests Processed) 

B. Ordering 

(No. Titles Ordered) 

C. Receiving 

(No. Titles Received) 

(No. Volumes Received) 

II. H. Added Copies/ 

Added Volumes 

Routine 
(No. Volumes Added) 

I. Cataloging 

(No. Titles Cataloged) 

J. Original Cataloging 

(No. Titles Cataloged) 

K. Card Production 
& Processing 

(No. Card Sets Produced) 

L . End Processing 

(No. New Vols. Processed) 

(No. Volumes Mended) 
(No. Volumes Bound) 



COMMENTS: 



ERLC 



6.1.30 



FUNCTION 
WORKSHEET 



COLLEGE: 
FUNCTION 
AUTHOR: . 



Preliminarv Activities 



EMPLOYEE IDENTIFIER 

Assigned to PS or TS „ 

Local Code: . 



Page. 



Month 



of. 



Weak Dates 



thru 



Classification:_ 
Monthly Salary: S 



Salary Step 



ACTIVITY 



1. Open, son and distribiiie 
incoming nuil. 



2. Review book order rcciuests. 



PERSONNEL HOURS 



Analysts use 



Hourly Rate 



Enter times in quarter-hour segments per 8-hour day 



MON. 



TUE. 



WED. 



THUR, 



FRI. 



Analysts use 



TOTAL 
HOURS 



3. Review selection media. 



4, Select titjes to be ordered. 



5. Type library order request 
card. 



6. Other (specify) 



5 



COMMENTS/FOOTNOTES 

ERIC 



6,1,31 



FUNCTION 
V^'ORKSHEET 



COLLEGE: , 
FUNCTION: 
AUTfU'DR. _ 



Order incj 



EMPLOYEE IDENTIFIER 

Assigned PS or TS _ 

Local Code: . 



Page- 



of. 



Month 



Week Dates thru. 



Classification; 
Monthly Salary: S _ 



Sdlar V Step 



PERSONNEL HOURS 



An.ilysts LISP 



Hourly Rate 



Enter times in quarter- hour segments per 8-hour day 



ACTIVITY 



MON. 



TL 



vVED, 



7. Bibliojiraphic search iiiii. 



Assign vendor unii f iiiki. 



I Prepare niulliplc order 
i record. 



10. Type purchase requisition, 
etc. 



1 1. Revise typing. 



THUR. 



Analysts use 



FRL 



il. 


TOTAL 
HOURS 











12. Sign and mail requests. 



13. Burst and file forms. 



14. L:iicun)brancc or 

pre-payment routine. 



COMMENTS/FOOTNOTES 



ERIC 



6. 1 . 32 



FUNCTION 
WORKSHEET 



COLLEGE; 

FUNCTION' Oi^dcring , Con tinued 

AUTHOR: ; 



EMPLOYEE IDENTIFIER 

Assigned to PS or TS _ 

Local Code: 



Page. 



Month 



of. 



Week Dates 



thru 



Classification: 
Monthly Salary: S 



Salary Step 



ACTIVITY 



PERSONNEL HOURS 



Analysts use 
Hourly Rate 



Enter times in quarter- hour segnnents per 8-hour day 



MON. 



TUE. 



WED. 



THUR. 



FRI. 



Analysts use 



TOTAL 
HOURS 



15. (jsiicr (spccity ) 



COMMENTS/FOOTNOTES 



ERIC 



6.1.33 



FUNCTION 
WORKSHEET 



COLLEGE: 

FUNCTION: Receiving 
AUTHOR: . 



EMPLOYEE IDE'-r iFlER 

Assigned to PS or TS 

Local Code: 



Page- 
Month 



of. 



Week Dates 



thru 



Classification: 
Monthly Salary: S 



Salary Step 



ACTIVITY 



PERSONNEL HOURS 



bnter times in quarter-hour segments per S-hour day 



Analysts use 



Houriy Rate 



MON. 



TUE. 



WED. 



THUR, 



Analysts use 



FRI. 



TOTAL 
HOURS 



U). Unpack hooks: check 
aii:iinst packing lis( or 
invoice. 



I 7. Prepare confirniin^^ order 
(approvals, stanclinij; orders, 
elc.) 



18, Cheek oiK.siandiiii; oider 

nie. 



1 9. Check in serials and 
pci iodicals on Kardcx. 



20. Collate nooks. 



21. Book return procedure 
(incorrect shipment, 
defective copy, approval 
books). 

22. Book accessioning roiitine. 



23. Write sourcing information. 



COMMENTS/FOOTNOTES 



ERIC 



FUNCTION 
WORKSHEET 



COLLEGE: 

FUNCTION: Pvccciving, Conti.iue d 

AUTHOR: 



EMPLOYEE IDENTIFIEF 

Assigned to PS, or TS 

Local Code: 



Page. 



Month 



of. 



Week Dates 



thru 



Classification: 
Monthly Salary: S _ 



Salary Step 



PERSONNEL HOURS 



Analysts use 



Hourly Rate- 



Enter times in quarter-hour segments per 8-hour day 



ACTIVITY 


. MON. 


TUE. 


WED. 


r 

THUR. 


FRI, 


Any 
TOTAL 
HOURS 


lysts use 


24. Prepare giH record form. 
















25. lk)ok distribution rouiino. 
















2(^. Prepare receiving report 
(claims scliedule). 
















27. Prepare invoices for 
payment. 
















28. I'xpcnditure routine. 
















29. Other (specify) 
















































5 

COMMENTS/FOOTNOTES 
O 

ERIC 

















6.1.35 



FUNCTION 
WORKSHEET 



COLLEGE: 

FUNCTION: Post-Cataloging 
AUTHOR: 



EMPLOYEE IDENTIFIEW" 

Assigned to PS or TS _ 

Local Code: 



Page 

Month 



of. 



Week Dates 



thru 



Classification: 
Monthly Salary: S _ 



Salary Step 



ACTIVITY 



30. Clear in-process file. 



31. File forms, etc. in coinplelcd 
records or discard. 



32. Requester nolifieaiion 
routine. 



33. Poriadic accessions list 
routine. 



PERSONNEL HOURS 



Enter times in quarter-hour segments per 8- hour day 



Analysts use 



Hourly Rate 



MON. 



TUE. 



34. Other (specily) 



COMMENTS/FOOTNOTES 



ERIC 



WED. 



THUR. 



FRi. 



Analysts use 



TOTAL 
HOURS 



6.1.3C 



FUNCTION 
WORKSHEET 



COLLEGE; 

FUNCTION: Miscellaneous Activities 

AUTHOR: 



EMPLOYEE IDENTIFIER 

Assigned to PS or TS _ 

Local Code: 



Page — 
MontK 



of. 



Week Dates thru 



Classification:^ 
Monthly Salary: $ 



Salary Step 



ACTIVITY 



35. Vendor status routine. 



36. Claims routine. 



37. Cancellations routine. 



38. Out-of-print order routine. 



PERSONNEL HOURS 



Analysts use 



Hourly Rate 



Enter times in quarter- hour segments per 8- hour day 



MON. 



TUE. 



WED. 



THUR. 



Ana 



FRI. 



TOTAL 
HOURS 



ysts usG 



39. Process inquiries. 



40. Other (specify) 



COMMENTS/FOOTNOTES 



ERIC 



6.1.37 



FUNCTION 
WORKSHEET 



COLLEGE: ^ 
FUNCTION: 
AUTHOR: _ 



Pre -cataloging 



Page- 



Month . 



Week Dates^ 



thru 



EMPLOYEE IDENTIFIER 

Assigned to PS or TS _ 

Local Code: . 



Classification: 
Monthly Salary: $ 



Salary Step 



ACTIVITY 



PERSONNEL HOURS 



Analysts use 



Hourly Rate 



Enter times in quarter-hour segments per 8~hour day 



MON. 



TUE. 



WED. 



THUR. 



FRI 



Analysts use 



TOTAL 
HOURS 



41 . Sort books, :issign and 
distribute. 



42. Search for cataloging copy; 
verify bibliographic 
information. 



43. Searcii NUC. 



44. Search IDC-MCRS. 



45. Search CARDSET. 



46. Other (specify) 



COMMENTS/FOOTNOTES 



ERLC 



. 1 . 3 8 



FUNCTION 
WORKSHEET 


1 


COLLEGE 
FUNCTIOr 
AUTHOR: 








Obtaining and Maintaining 
^: L.C, Pata ^ 


Pagp nf 
Month 

Week Dates thru 


2 


EMPLOYEE IDENT 
Assigned to PS 


IFIER 

or TS Classificatio 

Monthlv Salary: S 






Analyst's Lise 


Local Code: 




Salary Step 


Hourly Rate 


3 




4 PERSONNEL HOURS 


ACTIVITY 


Enter times in quarter- hour segments per 8-hour day 


MON. 


TUE. 


WED. 


THUR. 


FRI. 


Anr 
TOTAL 
HOURS 


lysts use 


47. Order LC cards or oilier 
units. 
















4X. Receive and arrange LC 
cards. 














1 


49. Receive and arrange LC 
proof slips or proof sheets. 
















50. File LC cards (cards or 
. proof). 










• 






51. Oilier (specify) 


































































5 
C( 

EF 


DMMENTS/FOOTNOTES 
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6.1.39 



FUNCTION 
WORKSHEET 



COLLEGE: . . . . „ ^ , , , 

Adclea Copies /Added 
FUNCTION: Volumes Routinf^ 

AUTHOR: - 



EMPLOYEE IDENTIFIER' 

Assigned to PS or TS _ 

Local Code: 



Page. 



Month 



of. 



Week Dates 



thru 



Classification:_ 
■Monthly Salary; S 



Salary Step 



ACTIVITY 



52. Added copies/added 
volumes loutinc. 



PERSONNEL HOURS 



Analysts usp 



Hourly Rate 



Enter times in quarter- hour segments per 8- hour day 



MON. 



TUE. 



WED. 



THUR. 



Analysts use 



FRI. 



TOTAL 
HOURS 



.53. Other (specify) 



COMMENTS/FOOTNOTES 



ERIC 



C. 1.40 



FUMCTION 
WORKSHEET 



COLLEGE: 

FUNCTION: L. C, Cataloging 
AUTHOR: 



EMPLOYEE IDENTIFIER 

Assigned to PS or TS . 

Local Code: 



Page — 
Month. 



of. 



Week Dates 



thru 



Classification: 
Monthly Salary: S 



Salary Step 



ACTIVITY 



54. Match LC cards or proe^f 
copy and books. 



55. Catalog and classify witli 
LC cards/ci)py. 



55a. Shelf list checking. 



PERSONNEL HOURS 



Analysts use 



Hourly Rate 



Enter times in quarter-hour segments per 8-hour day 



MON. 



TUE. 



WED. 



THUR. 



FRI. 



Analysts use 



TOTAL 
HOURS 



56, Revision of cataloging. 



57. Other (specify) (U.C. 

catalogs and other acceptable 
sources). 



COMMENTS/FOOTNOTES 



mc 



-S5- 



FUNCTION 
WORKSHhET 



COLLEGE: 

FUNCTION: Original Cataloging 

AUTHOR: : 



Page 

Month 



Week Dates, 



of. 



thru 



EMPLOYEE IDENTIFIER 

Assigned to PC or TS _ 

Local Code: 



Classification:_ 
Monthly Salary: $ 



Salary Step 



ACTIVITY 



PERSONNEL HOURS 



Analyst's use 



Hourly Rate 



Enter times in quarter- hour segments per 8-hour day 



MON. 



TUE. 



WED. 



THUR. 



FRI. 



Analyst's use 



TOTAL 
HOURS 



58. Original cataloging and 
classifying. 



59. Revision of cataloging. 



60. Shelf listing. 



61. Other (specify) 



5_ 

COMMENTS/FOOTNOTES 

ERIC 
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C. 1 .42 



FUNCTION 
WORKSHEET 



COLLEGE: _ 
FUNCTION: 
AUTHOR: _ 



card Heprociuction and 



Page- 



Month 



of- 



Week Dates 



thru. 



EMPLOYEE IDENTIFIER 

Assigned to PS or TS » 

Local Code: 



Classification: 
lonthly Salary: S _ 



Salary Step 



ACTIVITY 



PERSONNEL HOURS 



Analysts use 



Hourly Rate 



Enter times in quarter-hour segments per 8-hour day 



MON. 



Tue. 



WED. 



THUR, 



FRI. 



Analysts use 



TOTAL 
HOURS 



62. Type complete card sets. 



63. Type master card. 



64. Revise master card. 



65. Type modification on a 
card or proof slip. 



66. Reproduce card sets (other 
than typing). 



67. Sort cards into sets. 



68. Type call number, added 
entries. 



69. Revise typing on card sets. 



5_ 

COMMENTS/FOOTNOTES 

ERLC 



6.1. 4J 



FUNCTION . 
WORKSHEET 



COLLEGE:^ 
FUNCTION: 
AUTHOR: _ 



Cdid Reprudu u L iun and 
- Proc ess ing f Continued 



Page 

Month 



of. 



Week Dates 



thru 



EMPLOYEE IDENTIFIER 

Assigned to PS or TS _ 

Local Code: 



Classification: 
Monthly Salary: S 



Salary Step 



ACTIVITY 



PERSONNEL HOURS 



Analysts use 



Hourly Rate 



Enter times in quarter-hour segments per 8-hour day 



MON. 



TUE. 



WED. 



THUR. 



FRI. 



Analysts use 



TOTAL 
HOURS 



70. Prepare (typing) authority 
cards. 



7i . Prepare (typing) 

cross-reference cards. 



72. Other (specify) 



COMMENTS/FOOTNOTES 



ERIC 



6.1 . 54 



FUNCTION 
WORKSHEET 



COLLEGE: . 

FUNCTION: End Processing 
AUTHOR: 



EMPLOYEE ibENTlFlER 

Assigned to PS or TS _ 

Local Code: 



Page- 



Month 



of. 



Week Dates thru 



Classification: 
Monthly Salary: S _ 



Salary Step 



ACTIVITY 



73. Prepare circulation card. 



74. Prepare book pocket. 



PERSONNEl HOURS 



Enter times In quarter- hour segments per 8-hour day 



Analysts use 



Hourly Rate 



MON. 



TUE. 



WED. 



THUR. 



FRI. 



Analysts use 



TOTAL 
HOURS 



75. Mark call number or place 
label on spine of volume. 



76. Affix pocket and date due 
slip; affix gift plate. 



77. Affix biographical and 
review material in book. 



78. Stamp property marks. 



79. Affix plastic jacket to book. 



80. Binding routine (State 
Printer or Commercial 
binder) 



COMMENTS/FOOTNOTES 
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ERIC 



FUNCTION 


^ COLLEGE 
FUNCTIOr 
AUTHOR; 






\ 

r 


A'ORKSHEET 


^. End Processing, Continued 


Month 

Week Dates thru 


' 2 


EMPLOYEE IDENTIFIER 
^ Assigned to PS, or TS 


Classificatio 
Monthly Salary; $ 


i; 




Analysts ush 


Local Code: 




Salary Step 


Hourly Rate 


ACTIVITY 


4 PERSONNEL HOURS 


Enter tinnes in quarter- hour segments per 8- hour day 


MON. 


TUE. 


WED. 


THUR. 


FRI. 


Anc 
TOTAL 
H (J U n b 


lyst's use 


1 M . Library binding and 
1 Mending, 
















82. Rcv:sc cunipliMed books 
before forwarding to 
circulation. 














• 


83. Distribution 






1 
I 








! 


84, CancclLitiuns and 
withdrawals. 
















85, Other (specify) 


































































5 
CC 


3MMENTS/F00TN0TES 














1 

1 



6.1.46 



FUNCTION 
WORKSHEET 



COLLEGE:^ 
FUNCTION: 
AUTHOR: _ 



•File Maintenance 



Page- 



Month . 



of. 



Week Dates thru. 



EMPLOYEE IDENTIFIER 

Assigned to PS or TS _ 

Local Code: 



Classification: 
Monthly Salary: S 



Salary Step 



ACT1VIT^ 



86. Sort and nriaiitic slicit list, 



PERSONNEL HOURS 



Analysts use 



Houriv Rate 



Enter times in quarter- hour segments per 8-hour day 



MON. 



TUE. 



WED. 



THUR. 



FRI. 



Analysts use 



TOTAL 
HOURS 



87. File shciriist. 



88. Revise Illiiig of shell list 
and al! catalog cards. 



89. Sort and alphabt;ti/.c al] 
cataioR cards in the set. 



90. File all catalog cards. 



9 1 . Revise filing of ai[ catalog 
cards. 



92. Catalog maintenance. 



93. Other (specify) 



COMMENTS/FOOTNOTES 
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FUNCTION 
WORKSHEET 


^ COLLFGF: 




FUNCTION: _ Administration 


Pagp nf 
Month 


AUTHOR: 


Week Dates thru 


2 


hMPLOYtb IDENTI^ER , ' 

Assianed to PS or TS Classification: 




Analysts uso 


Local Code: 


IVlonthly Salary: S Salary Step 


Hourly Ratu 


3 


4 PERSONNEL HOURS 



ACTIVITY 



94. Supervision 



95. In-service training. 



Enter times in quarter-hour segments per 8-hour day 



MON. 



TUE. 



WED. 



THUR. 



FRl. 



Analysts use 



TOTAL 
HOURS 



96. On-curnpus meetings. 



97. Off-campus meetings. 



98. F*ublic Service Activities. 



99. Other (specify) 



COMMENTS/FOOTNOTES 
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California Stnte University and Colleges 

Standardi/ed Technical Processing Activities 
Scope of Functions Perfornied 

L Acquisitions 

A. Preliminnry Activities 

1 . Open, sort ind distribute incoming mail: 

Mail is opened and sorted into like items (publishers advertisements, 
catalogs, hook requesrs. invoices, incoming books, serials, etc.), and 
distributed to appropriate processing point. 

2. Review bo(^k order requests: 

Book order requests are examined to determine their bibliographic 
comj/leteness. their suitability to the scope of the collection, and tlie status 
of the funds against which they will be charged. Book order req lests satisfv 
specific informalion needs and build the collection in departmental areas. 
Includes replacement orders. 

3. Review selection media: 

Selection media are periodically reviewe ' to identify new titles which should 
be added xo the collection. Placement ol' orders by review of selection media 
satisfies-the general subject scope of the collection. 

4. Select titles to be ordered or kept: . 

Titles vv^hich satisfy departmental or general interests are selected for order 
placement, within budgetary limitations. Inclui, approvals and gifts. 

5. Type librar\' order request card: ^ 
Typist prepares library order request card from bibliographic information 
oUppiicd by the requester. Information may be sent in the form of publishers 
flyers, brochures, handwritten request lists, catalogs, bibliographies, etc. A 
single order request card is typed or handwritte-; for each title selected. 
Libraries frequently supply order request cards to each academic 
department, with instructions for order pkicement. They can then use the 
request card completed by the department rather than duplicate work with a 
separate typing. 

B. Ordering 

7. Bibliographic searching. 
' Requests are searclied: (I) To establish entry, complete missing 

bibhographic niformation, and cietermine av ihility of title and LC copy 
through Cumiiiativc Book Judex, Uitional Union Catalog, Books in Print, 
Book Publishing Record, card ^ talog, etc.; (2) to determine possible ■ 
duplication of title, through card catalog and outstanding order file. 
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DinVroni librariLS pLTfomi dinVrinii Icvcis of sciiaiiintzA-orirication, Some arc 
prinuiriiy iiUL'iv>Icd in vcrilying form of entry, somo want to establish price 
and others ^vi!i not place the order until the c* nlctc citation has been 
verii'i-d. 

o. As^iiifi vendor ajid I'lsnd: 

Lihraruin desi,LMiate> dealer n\- pid-^hsher with whcMu an order will be placed, 
and indicates ihc rund to he Lneuinhcred. 

9. Prepare nudtiiile onler feciMxi: 

Typist completes multiple-order form for each title ordered, following oral 
or wrilten instructions for each group of orders. Multiple order form may 
also he xeroxed or otherwise reproduced. 

10, Typj.- purchase retjuisilii^n. cte.: 

Typist prepares requisition or order, either in ordering a group of titles 
(initial ouler), or as a confirming request for payment for materials already 
received. 

1 1 , Revise t\'ping; 

Librarian examines typed orders,, noting that information is accurately typed 
nnd is compleU^ 

12, Sign and mail reqoest >: 

Requests a-^e signed, appropriate vendor copies are placed ir addressed 
envelopes and orders are mailed to assigned vendor or pubhVner. 

1 3. Burst and file forms: 

All forms are separated and sorted for distribution. Order forms prepared by 
xerqx or other reproduction are cut apart and sorted for distribution. Sorted 
torms are filed in designated files; i.e., outstanding orders file, purchase 
requisition or ordei fi!o. fLuui file, etc. 

14. Encumbrance or propa; :nent routine: 

Encumbrance entry is made in ledger under appropriate fund for each title 
ordered, If library budgetary records are calculated on unit record 
equipment, an encumbranee card(s) is keypunched from order record 
information. 

C, Receiving 

16. Unpack books; cht'ck against packing list or invoice: 

Packages containing books are opened, books are arranged for checking, and 
checked against packing slip and/or invoice, incoming books are screened to 
determine which need special handling. 

17. Prepare confirming order: 

Type order form lor title received on approval plan, standing order, etc.. ' 
Burst forms and file in appropriate file. 



EKLC 
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IS. Check cnitstandinu nrck'r lik": 

Outstandinii order I'ilc slip^ ar^ pulled, or date of receipt of book is not^;i1 on 
the slip whieii remai)is in (M"der file until priKWssing eoiniMeted. 

19. Cheek in s-.Tials and penodieaN nn Kardex: 

Serials are separated from tlie tMher titles and are entered in the Kardex 
ree'ords 1x1 ore lurtlivr proee^sintz. 

:0. Collate hooks: 

Book is examined pa*ie hy jxiize to determine whether sijinatures have been 
properly htnmd and print is clear. 

21. Book return pn)eedure (ineorreet shij-iment. defective copy, approval 
hooks): 

Books which have been inccMTeetly supplied, approval hooks not selected, 
iiml defect i\e coj^ies are prepared lor return shipment to the supplying 
source. " 

22. Book accession! Mil nnUine: 

Accession number is stamped on hook for positive ; atificai.' ;.i of 
individual title, Nuinher may he stamj^ed or otherwise recorded on one or 
more records as aid in identificatioji. and in slippin^^ charge cards. Formal 
accessions record (Ictlger) may be maintained in wdiich accessions number, 
author, title, publisher, date, order source, price, etc.. are recorded for each 
item accessioned. Informal accessions ree(^rd may be in form of notebook of 
invoices or order shps stampeil with accessi(Mis number. 

23. Write sourcinii information: 

Information on source of order is written in each book, usually on the page 
fohowing the verso of the title page: ( 1 ) Copy number of book; (2) date of 
receipt of bf)ok in library: source of order (vendor or publisher); (4) list 
price of bt.iik. 

24. Prepare gift record form : 

A gift re ord is pre]rired for each hook given the library which is added to 
the eollection. (\<)fc' A library order request card, or multiple order record 
may be typed, depending upon how many copies o!' the record the library 
req'-ires in privessmg jnft- materials.) 

^5. Book distribution routine: 

A process form .niay he [Mvpared to be outcd with each title. Books are 
forwarded to the C^italoging Dcpartmerr. or- placed in a holding area, 
depending upon available copy :md i^'ocessing trc:ilment. 

26. Prepare receiviiig report {claims .schedule i: 

A report is prepared certifying receipt of materials for which payment is 
requested. 

27, Prepare invoices for payment: 

hwoices are checked to insure that all titles listed on the invoice have been 
received. Any discrcjxmcies (incorrect shipment, defective copy, etc.) are 
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not*Jt1, nocLNsary changes are made, and the invoiee is eertified for payment, 
either tlirouizh preparation of a receiving report or by signature of the 
Hbrar-jn on Ihe invoice itseh'. Forms are sent to the Business OtTice for 
payment. 

28. Hxpenditun* lOutine: 

Hxpendiliire amounts are postetl under approriate titles and funds in the 
ledger {nr an expenditure card is kex'punched for each title paid). Fund 
encunibrame and expenditure data are maintained on current basis on a 
ledger or on punched cards. Periodic reports are distributed to academic 
departments for which library maintains records, ami to purchasing or Fiscal 
Office. Credit memos are accounted for. 

I). Post-Cataloging 

30. Clear in-pn^VAS file: 

Order slips :.ux pulled from outstanding orders file when Acqui.sitions 
receives no'^ n,:ation from Cataloging that title is completely processed, and 
is read\* Tor circulation. 

31. :-/'e forms, eic., in completed records or discard: 

PreparctI forms used in- the order process arc filed in required completed 
oalcrs llles, or are discarded when removed from the iiv process files. 

32. Requester notification routine: 

Requester is notifietl that title is pr^icessed and is ready for circulation. 

33. Periodic accessions list routine: 

A list o( selected or total recent acquisitions is prepared on a periodic basis, 
and sent to faculty members. Includes serials listings, directories, print-outs, 
etc. 

E. Miscellaneous Activities 

35. Vendor status routine: 

Write dealer's reply on order form in outstanding order file; pull order form if 
dealer has cancelled order, or if library wants to cancel. 

36. Claims routine: ^ 

Order files are periodically searched to locate orders which have been 
outstanding beyond the established period for claims. Form letters are 
prepared <or multiform slips are reproduced) and mailed to the ordering 
source, requesting explanantion of delay in receiving requested material. 

37. Cancellations routine: 

Orders which the source cannot supply are cancelled, with possible 
placement to another source (dealer, pubhsher, out-of-print dealer). 
Appropriate Ib-ms are pulled from all in-process files at time of canceWation, 
reason ncied, and determination made of desirability of a re-order. 

38. Outof-print order routine: 

Desired out-of-print materials may be ordered through an out-of-print dealer 
or advertised in a publication such as the Antiquarian Bookman or the 
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I il'rarv Ht>nk\J!i'r i lAAB). A k'ttcr is prcp:ia\i lor iMther purpose and 
mailec! to the somve. A request form is typed tor each title ordered and Hied 
in the in-pri)cess Tile. 

3^^^ PrneeNs in.jiuries: 

Answer spcciHe iiujiiiries frcMii requester re.iiardiuii status of an order in 
process: iLienera! ii'-Uiiries ^ oiu oriiini: suiUis o\ iii-priU'ess order n(ned in 
public catalog by i^iln^'i: j^ei "ral inquuies rv'tiard-ni: biblioizraphie 
inronnatitMi. i.e.. auilior, lille. iLile o\ publication, publisher, price, etc. 

IL Cat^iloging 

F. Pre-Calaloging 

41. Sort btM^ks. assiLMi and distribute: 

Books dclisered rom the Acquisitions Department are sorted into categories 
for processing: i.e., added volumes, ULlded copies, books with LC copy, 
books for which LC cards/copy must b^* searched, original cataloging, etc. 
Books are placed on book trucks and distributed to the appropriate 
processing area.. 

42. Search for cataloging copy: verd'v biblic^izraphic information: 

ALlditional searching is d(Mie to verify bibiiographic data and to locate 
cataloging copy or copy closely approximating titles to be cataloged. 

43. Search NllC; 

Search NUC and LC catalog of printCLl cards to verify bibliographic data and 
locate catal(\^ing information, 

44. Search IDC-MCRS: 

Search !l)C-Microtiraphic Cataloging Retrieval System indexes to locate 
bibliographic data for cataloging input. 

45. Search CARDSHT: 

Search CARDSHT indexes to locate bibliographic data for cataloging input 
and ca.rd reproduction. 

G. Obtaining and Maintaining L.C. Data 

47. Order LC cards or otiier unit cards: 

Cards to be ordered are determined, order is prepared (multiple-form LC 
slip, or preprinted, typed LC order), LC or other unit card order (Wilson 
cards, etc.) is sent, and interim (outstandir;;;') order slip is filed. Unit cards 
are frequently ordered al the time orders for new titles are placed. 

48. Receive and arrange LC cards: 

Upon receipt of cards. LC interira order slip is pulled, LC cards are ,^orted, 
and matched, or hekl for filing (and later matching with inconijng books). 

49. Receive and arrange LC proof slips or proof sheets: 

Upon receipt of proof slips, slips are examined, sorted and matched with 
books or held for filing. Proof sheets are examined, cut apart, sorted, and 
matched with books or held for filing. 
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50, File LC copy (cards or proof): 

LC copy is sorted (unless received pre-sorted) and filed as it is received.. 

H. Added Copies/ Added Volumes Routine 

52, AddL-'j copies-added volumes routine: 

"P c r; lin entry and shelf list cards are pulled, added copies or volumes are 
eiuered on these records (also the Kardex record in some cases) and the 
books are then ready for physical processing. 

L LC Cataloging 

54. Match LC cards or proof copy and books: 

Upon receipt of both book and LC card set, a match is accomplished 
throii^Lzh ^\■slomatic, periodic check of both book holding shelves and LC 
card hol^'Htis drawers, or a proof copy is pulled. 

55. Catalog ind classify with LC cards/copy: 

LC cards or copy are compared with book to insure that cards match the 
book in question. Titles are classified fLC or Dov/ey Decimal), entries may 
be checked in the public catalog, subjects established, and modifications 
made, if necessary. Call number is written inside the book. 
55a. Shelf List Checking: (See 60) 

56. 'Revision of Cataloging: 

Cataloging and classification are checked by someone other than the 
catalnger himjclf to ensure correctness and appropriateness. Corrections or 
ciumgcs are made as necessary. 

J. Original Cataloging 

58. Original cataloging and classifying: 

Cataloger performs descriptive cataloging, subject analysis, classification, and 
authority work (Le., name subject, etc) for titles for whidi no LC copy is 
available. Cataloger prepares a work slip or work sheet to be used in typing 
copy for catalog card reproduction. 

59. Revision of Cataloging: 

Cataloging and classification arc checked by someoh.: other than the 
catah). .■ /iimscff to ensure correctness and appropriateness. Corrections or 
changes are made as necessary. 

60. Shelf listing Checking: 

The sludf list is examined to prevent duplicate assignment of a call number. 
A temporary shelf list slip/card is prepared and filed to resen^e the call 
number while the book is being processed, and before a permanent shelf list 
card is prepared and filed'. 

K. Card Reproduction and Processing 

62. Type cc , lete card sets: 

Complete card sets are typed; or additional cards are typed as required to 
complete card sets. 
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(i3. Type inastvr ard: 

A master ^jiJ is lypcJ, to be used in roproducinii sets of unit cards by 
elcctroslatic or pii(^lr»reprodiu?ive pr(H*csses. A complcrc set of catalog cards 
inay be typed in lieu oT reprnducinii tiic set. 

64. Revise inaster card: 

M:i>KT card is )>r(m!'^ \ul io correct aiu" i> ping errors. It" a complete? set of 
calah^g cards )•> *\"ped, each card must be examined lev,- errors. 

65. Type mod'l'icalioii a ^ ird or proof slijv 

Close copy is modifietl, it" iittic modiUcation is required. Modified copy then 
serves as iria^ter card for ieproduction of card sets. 

66. Reproduce card sets (other lh;m typing): 

Some rnetliod of card reproduction is used to duplicate a set of catalog cards 
IVom each mastercard typed. 

67. Sort curds into sets: 

Reprodu.eed cards are scMted into sets after reproduction (and cutting, if 
necessary). 

68. Type call liumber.. added entries: 

Call number is tyjH'd on cards in the set' established adde^.! entries are tyjKnl 
at top of cards in the set; shelf list card is typed. 

6^). Revise typing on card sets: 

Cards are revised to verify accuracy of typing, both of call number and 
added eiitries. 

70. Prepare authority cards: 

Authority cani ^ are lyped or otherwise prepared as necessary for authority 
files mentioned. 

71. Prepare cross-reference cards: 

Cross-reference cards are typed or otherwise prepared as new subject (and 
corporate) entries are established, and emphasis on established subjects 
changes. 

End Process ng 

73. Prepare circuhition card: 

A circulation charge card(s) is typed or prepared for all books processed into 
. tlie library's circulation collection. . 

74. Prepare book pocket: 

Identifying bibliographic elements may be typed on the book pocket; or 
adhesive label containing elements may be attached to the pocket. 

75.., Mafk call number or place label on spine of volurne: 

Call number is hand lettered or otherwise placed on the spine of a book 
(through use of self-adhesive labels, commercial labeling machines, etc.). 
Special location designation strips and symbols are affixed to spine. 
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76. AlTi.x po.'ki'l and d.itc due slip. Affix gift plate: 

Book card poi kct is glued info book in a predctermiiit.d position. Date due 
slip is tippeil in. Gift pLit^; \< {^.isicd in book in a fixed position. 

77. Affix ]Ti(\L!ra['hic<il and review material in book: 

Bi(\i!raphuMl 'iKiterial about the book's author, :ind significant reviews found 
on dust jacket <ire clipped and pasted ii; i^ook. 

7<S. Stamp j^'operty marks: 

library'^ ideniifying stamp is placed on the hook at several fixed 
locations (i.e., edge stamp, title page, secret page, etc.). 

79. Affix phistic jacket to biu^k: 

IMasiic jacket is placed over dusi cover and affixed to the book, 

80. Bin'der\ Routine, (Prepara^ n and Receiving)- 

Paperback bodks and otlicr paperbound materials arc prepared for shipment 
to Ihe Sla\.' Printer or local bindery. Paperwork required for the bindery is 
prep '^ed. l^pon ret .rn, the shinmetit is checked, records changed to reflect 
tith.s, v.fiieh have been rcuirncd, and volumes readied for processing. 

'S 1 . Library binumg and niendii^a: 

Libraries e(|uipped for "lit-inr i^indh.,^'' may bijul paperback books or place 
in [XMuphlet bmilers. Includes ^uencral repair or mending. 

HI. Revise conipletci.l hooks before forwarding to circulation: 

Completely proces>cd books are checked to insure accuracy of typing and 
processing. , ^ 

83. Distribution: 

Books are sorted according to various categories or destinations, e.g., 
reference, new book display shelf, and are delivered to tiieir destination, 

84. Cancellatioiis and Withdrawals: 

■Materials whicb are declared lost (cancellations) or withdrawn because of 
excessive wear, obsolesci-nce, etc., require that the library records be clianged, 
catalog cards, sliell* lists, etc., be removed or changed as appropriate and the 
physical volumes, if available, are stamped ''withdrawn" and discarded, 

M, File Maintenance 

86. Sort and arrange shelf list: 

Cards (shelf list, mam catalog, authority, cross-reference, etc) are arranged 
in order in which they will be filed, 

87. File shelf list: 

Cards are filed in the shelf list, public catalog and other files following 
library's rules for systematic arrangement of card files. 

88. Revise filing of shelf list. 

Filing is checked to insure, its accuracy; corrections are made where 
necessary. 
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8^). Sort and alpluhcu/c .;// L.nalotz cards in the set: 

This luiKiuMi incliKios \hc vortinii and alphabcli/ini! of card sets for new 
titles, main entry and anal\Ue ;ards tor added volunv> cards tor titles 
recataloL'cd or leelassit'ied, cards witiulra,. uptlale enuA , etc. These cards 
ar, ..n'ap,i!cJ in 2(> .Lirinips aceordinii to the 1st letter the 1st word of 
CL u enU"}/ v,!pi additional sortnigs (H'e.ich Mihizrmip by o- "^'d letter, 
and the I'lnai arian.i:emc;U of eacii subgroup in alphabetic order, vord by 
\V(M\h In ihe end o\ ihc ..-ntry \n eadi card. 

vO, File J/7 cataioLi cards: 

Interrilcs c^l' all cataloi! cards sorted and alphabetiyed as in 8^) in the public 
catalnii and the autlioritx" Tile which the cataluii department maintains. 

^)l . Revise rilinii of all catalog cards; 

This Innclion may include any or all of the (bllowing activities: review of 
I'ihni: of caialou card^ as mentioned in *^0; notification and correction of 
filina errors, and tl;e makina of llling decisions. 

^^2. Catalog maintenance (oilier than I'iling): 

Replacement of worn or mutilated cards, correction of changed or incorrect 
entries, etc.. is entailed in maintenance of the card catalog. 

N. Administration 

^M. Supervision : 

IdentifialTle supervisory activities not inherently included in other activities. 
Includes review, coordinaliofi. and supervisory activities associated with 
conduct of this study. 

^5. 'In-servii:e training: 

Includes time sperct, whether oiv or off- campus, attending workshops, 
seminars, lectures, etc. which are intended to maintain or upgrade skills. 
Also, includes travel time to anil tVoin place of work. 

96. On-campus meetings: 

Includes time spent in attending and participating in campus meetings, 
whether or not related to library functions. 

97. OtY-campus meetings: 

Includes time spent in attending and participating in any off-campus meeting 
authorized by supervisor. 

98. Public Service Activities: 

Includes activities performed by technical service staff unless defined above. 
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